12-STEPS TO PRINT AN ELEMENTARY INTERIM REPORT
WITH AVERAGES FOR THE CURRENT NINE-WEEK PERIOD ONLY
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STEP 1:  Open a Gradebook in GradeQuick Web - Sumby i
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STEP2:  Select Reports on the Toolbar e e,
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STEP 3:  Select Report Card Style — One teacher c':#:i,m e
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STEP4:  Select Single Term Only L s e Temon
STEP5:  Aninformation window will open if you have not previously disabled it. Click OK or, after reading
the message you may want to check the box “Do not show this message again”.
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STEP 7:  Click Attendance i ::..*-":.Em_,.-:..
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STEP 8: If you are NOT keeping attendance in the Gradebook, MAKE CERTAIN # ==t
THE ATTENDANCE BOXES ARE NOT CHECK MARKED then Click OK _ Step 5 ]
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STEP9:  Select Print [, Dy M e e o gy
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STEP 10:  Select Print Report
STEP 11:  Select the Gradebooks (Files) to include in the report then Click OK
STEP 12:  You may click on one or more student’s names to select individual students or you may use the

Quick Button to Select All then Click OK to Print

& Pri®rreview-ditor: Page 10of 1
W View Students Tests Options H
Print Report e

Printer Setup...
Save configuration

Exit Print Preview

- 1
& Prinl Proview-Edilor:  Paoe Mk
Pt aw o -
S @ Show 4 week 1 | [~ Tolal stseness
Sucent il — 7 Todal bardies
Ssardanne [ Draws paswibla
ES—— = :
Count stlendance lom |
L |
W OF X Concel |
Selecthlas 1o inthde in this repon Salacted Hes will eppeer m the report
Ste, 11 by checking the relevant hes ther order they appens below Diveg & file
p CEaMrBET ga e || 10 changa s pasiion
= m SAMPES o T
Jatuiic o A RSmom

S8 gk B11010-07)
TSAMPDEND! gk 21101001

Provios Selecton |

LFHEE

7 tis | |
3]
sk Buflons
Salect All Select None
o O
XM Coral |

E SANMPES
13 Meetramolingnn oL «

7o |

I Dinly peent students with mezemg work




